ARIZONA

PROCUREMENT PORTAL

Update Approval Rules Part 2 - Refresh
Approval Rules

The purpose of this document is to provide instructions for using the Refresh Approval Rules button.
Ensure you follow the Update Approval Rules Part 1 QRG prior to using the Refresh Approval Rules
button, including downloading a copy of your agency’s approval rules. If you have any questions, please
contact the APP Help Desk at app@azdoa.gov or by phone at 602-542-7600. The APP help desk is open
Monday — Friday from 7am to 5pm MST.

Refresh Approval Rules

Ensure you complete the steps in the Update Approval Rules Part 1 QRG prior to starting step 1.

1. Goto Procurement > Manage Approval Rules:
Procurement Invoicing

Browse Requisitions
Create
Browse Orders
Pending Receipts
J Browse Receipts
Create
Requisition Approvals

Manage Approval Types

I Manage Approval Rules I

Approval Log Browse

2. Click on the Refresh Approval Rules button:

{ < ¥ Manage Approval Rules A=
Y Rules Mass Upload Create New Rule Manage Approval Types Refresh Approval Rules
Keywords
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3. Right-click on the approval rule header and click Download in Excel Format. This will download your
agency'’s current active approval rules in APP:
< 9 ¥ Manage Approval Rules

Rules Mass Uploza

Keywords

Approval Type Locaf,

I Download in Excel format I -
Approval Type ID Func Show colums :
N Edit N
Approvers Orga Agency
T Al Type Order M

Filters Rule Status : Valid Approval Type

Rule ID @
N Location Scope .
Edit Rules Agency tion &

Commodity Scope

rd Arizona Department of Administrat . =ral Ac
Requisition Type
N i y
& Arizona Department of Administrat Function 2ral Ac
& Arizona Department of Administrat  Object aral Ac
& Arizona Department of Administrat  Lower Threshold = Proct
& Arizona Department of Administrat Grid page size : 2 Proct
ra Arizona Department of Administrat = Proct
rd Arizona Department of Administrat =ral Ac
» Arizona Department of Administrat zral A
& zor partmer i Reset to default parameters ) N
& Arizona Department of Administrat’ =ral Ac

4. Compare this Spreadsheets with the one downloaded in Part 1 and verify you have no active approval rules
that have no active approvers. Create a filter on your spreadsheet by clicking on Sort & Filter > Filter:

z AutoSum -
Fill -

¢ Clear~

Editing
5a. Under Column N (Approvers), click the down-arrow and in the search box, type in Blanks. If there are no

matches, then all approval rules are verified and the approvers are active with the appropriate role
assigned.

5b. If you do come across blank approval rules when you do filter search, click on Ok to filter by blank
approvers on active approval rules:
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Approvers »
{nutson Ke B SortAtoZ

Sprague Sc
Nilcox Rent
{nutson Ke sort by Color v
Sprague Sc

Nilcox Rent

<nutson Ke

Sprague Sc

Nilcox Reng
3ARNES J blanks] X

3ernbaum
r A cults
Nhallon Ja (Select All Search Results)

B

3ARNES J Add current selection to filter

v (Blank
3ernbaum (PR

Nhallon Ja
3ARNES J
3ernbaum
Nhallon Ja
3ARNES J
3ermbaum Cancel

Nhallon Ja

6. You can use column D (Rules ID) to do a keyword search on the Manage Approval Rules page to locate the
specific rule. Once the rule populates, click on the Pencil icon next to the approval rule to update the rule’s
approvers or delete the approval rule all together then click Save to save the changes:

Status *

rd iy Active -

r
Edit Approval Rules

SSves o

Edit Approval Rules

Rule ID Approval Type ID
9787 ADA-Department
Commodity Obiject
Purchasing Type * Function
On-Contract

Location Scope *

General Accounting Office

Upper Threshold * Lower Threshold *
999,999,999.99... 0.00

Rule Order* Rule Status " |
15 Valid -

Add approvers to this rule

Approvers *

Wilcox Renee Sprague Scott Knutson Keith
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